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SETTING REPORT LAYOUTS

This process allows you change the format of a displayed report.

Display an AASIS report, such as KSB-Actual Cost Line Iltems by
Cost Center.

Click EH to view the current displayed layout.

On the column tab, the left side of the box lists what columns are
shown on the report. The right side lists items you can add to the
report.

Scroll through the possible selections to find columns you wish to
display. select

In the pop up box type desired data, e.g., cost element name
Press enter or click the green check

The Cost element name is now highlighted.

Press L to move the hidden field to the Column content box.

Use the arrows |[a][~]2[¥] to move the field to the desired
position.

Total a column by clicking in the checkbox under the Sum sign.
The sort order tab allows you to select a column to subtotal or
sort in the display.

Use the filter tab to filter the display by selecting the column
containing the desired item and type in the desired code.

When the desired selections have been made, click the green
check at the bottom of the layout box to display your layout.

To save, click the Save layout display icon =

Name your variant. If the variant is viewable by you alone, it is
user-specific. If it is not user-specific, precede the name with a /
(for example /DHS variant ALWAYS MAKE SURE THE
DEFAULT SETTING IS NOT CHECKED UNLESS THE
VARIANT IS USER-SPECIFIC. This sets the default for all users.

Click the green check to save.

The next time you wish to see this report variant displayed, click
the Choose layout icon =i find your display variant by
name, and click. The report will appear as your designed variant

AASIS Support Center
January 6, 2004



AASIS Quick Reference Guide

SETTING REPORT LAYOUTS

List Edit Gote Seftings Extras  Enwirenment

2l H I CEQIERE S000 BF QR
Display Actual Cost Line ltems for Cost Centers

@Dacument @MasterRecard @|@?|E?|@@|E%|@E‘@|Q%|@

—

ézg?uéenter éég%gl Egi‘ga%m CI ICk the d |Sp|ay
eport Currency iolla .
layout icon.
CostElem. “|Costelementname  [E  Valinrepour|  Total quantity ... | |Ofitacct [Mame of ofisetting acoount
5020001000 P ostage 4500 5 m [4]
Postage 45.00 55020001000 |Postage E
5020002000 | Telecomm Wired 21111 K|100062244 [DEPT OF INFORMATION SYSTEMS THE || |
Telecomm fired G5.58 k| 100062244 |DEPT OF INFORMATION 5vSTEMS THE
Telecomm Wired 26332 k00062244 |DEPT OF INFORMATION 5STEMS THE
50200023000 | T elecamm Wireless G676 k100062244 |DEPT OF INFORMATION 5%STEMS THE
Telecomm ifire|ess 672 K[100062244 |DEPT OF INFORMATION SYSTEMS THE
5020005000 | Freight 935 1-|EA |5|2111001000 | GRIR Clearing —
Freight 2202 1-|EA |5|2114004000 | GRIR Clearing
Freight 144 0 |EA |5(2111004000 | 3RIR Clearing
Freight 9.38 1|EA |5|2111001000 | GRIR Clearing
Freight 22.02 1|EA [5]2111004000 | GRIR Clearing
Freight 2468 1|EA | 52111001000 | GRIR Clearing E
5020002000 | Bind Copy Callate 14.60 k| 999E000 DFA QUICK COPY E
an| [ an

| U | KsB1 ¥ sapapi3 OVR /

AASIS Support Center
January 6, 2004



' AASIS Quick Reference Guide QR

SETTING REPORT LAYOUTS

gt [

Columns kSn:urtlIlrder hFiIter k‘-fiew kDiEpIay |

Halv|2|3|

(&)

Columns

Column Hame

Cozt Element

Cost elament name
Wal.in rep.cur.

Taotal quantity

Posted unit of meas.
Otfzetting account type
Offzetting acct no.

Detima oot

Name of offzetting account

L4 1> ]

ER{3|

Click the
binoculars to
search for a
column to be

Column set .
displayed.
Column Hame I
| Colurnn Name}

Document Number

Fasting row
Reference procedure
Cost Center

Object type

WValue CAOCurr

CO object name
Object

Ci=mnl

[ 1[«1»]

ER|3|

v X

CIICK WIth mouse.

AASIS Support Center
January 6, 2004



' AASIS Quick Reference Guide QR

SETTING REPORT LAYOUTS

sost element]

From Start of Table Downwards g

Type in name of field to find.
Enter on keyboard or click
green check.
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Change layout
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Columns k Sort Order

" Filter

To filter the report,
choose the filter tab
and move the item to

k i e k Dizpl

H w23 the filter criteria box
Filter criteria coly’ using the left arrow.
Cotemn e %A Click the green check.
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Determine values for filter criteria

Enter a value or range.

- = Only those values
entered will be displayed
in the report.
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Change layout

Columns kSn:urtlIlrder kFiIter  Wiem kDiEpIay |

T A Selecting Excel on the view tab
9 ALY Gnd; will allow you to view the report
— as an Excel spreadsheet if your
el e Excel security enables macros.
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Change layout

Columns k Sort Order k Filter k‘-fiew * Display

| |without vertical gridlines

D'lﬂj'ithn:-ut column headings

D'lm'ithn:uut cell merging during sors

D Cptimize Columns

| |wiith striped patt

D Display totals lines abowe the entries
Printout with Date, Title, and Page Humber

The display tab allows you to
change the way the report is
displayed. Select a checkbox
to change the display. Click the
green check to view your new
layout.
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Name the layout. It should begin with / if
it is not user-specific (you want it to be
able to be seen by everyone).
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